DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL AMENDMENT FROM VOUCHER

TM-2 PREPARER COURSE

USING NASA’S TRAVEL MANAGER SYSTEM

CREATE AN AMENDMENT FOR A VOUCHER FROM AN AUTHORIZATION

This document covers the steps to create an amendment for a voucher from an authorization.

Travel Manager will display the total amount on the amended voucher along with the additions
that are added by the Traveler. When all changes are completed, view the document, using the
Preview Document link on the Document Processing Toolbar on the left side of the page. The
print mode will be displayed. Review the comments in block 13 to check the difference between
the original voucher and the amended voucher. If the value is positive the amount will be paid to
the Traveler. If the value is negative then the government is due the amount.

Trip Information

Expenses

Parking at Lodging 02/12/02 — $15.00.

NOTE

If actuals or a registration fee need to be claimed on a voucher and were not approved on the
authorization then additional approvals are required for full reimbursement.

The Preparer must amend the authorization to include the actuals or registration fee and include
the ‘Other Authorization’ information as necessary. If this process is started while the
Traveler is ‘on travel’ the amended authorization will be competed by the Traveler’s return
and creating the voucher can be accomplished in a timely manner.

08/02/02 TM-2, V1.1 Pagel




DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL AMENDMENT FROM VOUCHER

TABLE OF CONTENTS
A. CREATE A NEW DOCUMENT ...ttt ettt ettt sttt s 3
B. DOCUMENT SUMMARY ..ottt ettt ettt et e st e siteesateesaaeeeeans 5
C. ITINERARY .ottt ettt et ettt e et e sttt e st e e sabt e e sabeeesabeeesnseesnneas 6
D. TICKETED TRANSPORTATION ....cottiiiieitiee ettt ettt vae e e e savae e e eiavaeeeenens 7
B, B X PEN SES et ettt e et e ettt e st e st e e st e e e s eeabeeennee 8
F. LODGING/M&IE.......ccctitiiiiiiieeitese ettt ettt ettt e e beesateebeessaeenseessaeanseesssesnseens 11
G.  ACCOUNTING ..ottt ettt ettt ettt ettt ettt se s eseesesseneeseebenseneesessenseseesenseneesenes 12
L COMMENTS ettt et e et e et e st e e sabee e sabeeesabeeennbeesnseesnneeeas 15
J. DOCUMENT STATUS ...ttt ettt e st e st e e s bae e st essabeeesaseesnaseesnns 16
K. PERFORM PRE-AUDITS ... .ottt ettt ettt ettt e st e s e saneeeas 18
H. OPEN EXISTING DOCUMENT (VIEW/UPDATE) .....ccociiiiiiiiieieeieeiee et 20

08/02/02 TM-2, V1.1 Page?
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A. CREATE A NEW DOCUMENT

1. Click the Create a New Document link under the Document Processing Toolbar on the
left side of the page. The New Document page will be displayed, as shown below.

Document Preparation
T New Document
A PREPARER2 N o
Traveler: Quick Tip
To select a traveler, click on the EID or Traveler Mame lookup button.
1o Travel Manager

» Create a New Document Type ®]  Authorization this Documert

Document Document Hame @|  Youcher
[ Dpen Existing Docurment SSHD Local Voucher E] lhis Document
[ Review Documents Traveler Hame a [E]
[» Delete Documents

2. Select Amendment from the Document Type pull down list.
3. Click in the Document Name field on the New Document page.

4. The Traveler Listing (Amendment) page will be displayed.

Document Preparation
User:
A Traveler Listing (Amendment)
Traveler: Quick Tip

Type one or more letters of the traveler's last name and click Search.
Create a New Then, click the traveler's name to list 2ll documents:

B gs;:;g:;g BN Enter Search Criteria
[> Review Documents: Last Hame
[» Delete Docurmerts Document Type _

[» Copy Document

i ent it

[ Import Documents Prevdl Hext 40

5. Click in the Last Name field under the Enter Search Criteria area and enter the last

name of the Traveler (or a portion of the name). Click the button beside the
Last Name field.

6. The Traveler Listing (Amendment) page will be displayed with a list of Travelers
under the Traveler List on the left side of the page. Use the Prev 40 or the Next 40 link,
located in the Traveler List area, if necessary to scroll through the list of Travelers.

Document Preparation

User:
A FERREE Traveler Listing (Amendment)
Traveler: Quick Tip
Type ong or more letters of the traveler's last name and click Search.
Then, click the traveler's name to list all documents.

» Create a New

> g:;:g(g::]g Document Enter Search Criteria
[» Review Documents Lasthame frav

[> Copy Document Traveler List Click on ah entry to selec
[ Import Documerts Prev 40  Hext 40

IRAVELERZ, &1 240-00-0101
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7. Click the Name link of the desired Traveler in the Traveler List area on the left side of
the page. All documents that are available to be amended for the selected Traveler will
be displayed in the Document List in the Document Search (Amendment) area on the
right.

Document Preparation

User:
A Traveler Listing (Amendment) Document Search (Amendment)
Traveler: Quick Tip Document List Click on an entry to
Type one or more letters of the traveler's last name and click Sesrch.
Create a New Then, click the traveler's name to list all documents.
Document iteri jzati 24-KX040T02AT 0407102 DATA LI
Cipen Existing Document EntegsEarchlcrileria E P 24-AADZ1102AT 0241/02 DATA LINK
Autharization -
R DRSS ast Rame Jirav Voucher 24-880211024T 0241102 DATA LINK
Delete Documerts Document Type _ ﬁ’
Copy Document

Traveler List
Inpott Docurernts: Prev 40 Hext 40

TRAVELERZ, A1 240-00-011

8. Click the Document icon [Z}] of the voucher to amend. The Amendment page will be
displayed.

9. Enter the necessary comments to explain the reason for amending the original voucher in
the Comments area. Example: ‘Amending voucher to claim $15.00 parking at
lodging, omitted from original voucher.’

Document Preparation

User: Amendment
A PREPARER2 Quick Tip
Traveler: The amendmert name is system genersted
e Amendment
» Create a New Amendment Hame |24-A20211028T-1
Document Amending woucher to claim $15.00 :

Comments

[» Open Exizting Documert parking =t lodging omitted from original

Signature PIN

[ Reviews Documents

10. Click in the Signature PIN field and enter the appropriate PIN.

Document Preparation

User: Amendment
A PREPARER2 Quick Tip
Traveler: g The amendment name i system genersted [create]
Mewy Amendmert
[ Amendment Hame [24-A40211024T1

Document Amending waucher to chaitn $15.00
[» Open Existing Documerit parking at lodging omitted from original

[ Review Documerts Signature PIN

Comments

11. Click the _Er==te | New Amendment button in the ‘For this Document you can:’ area in
the top right. The Document Summary page will be displayed.
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B. DOCUMENT SUMMARY

Document Preparation

User: Document Summary for Voucher 24-AA021102AT-1
3 A PREP,?.RERZ Quick Tip
raveler: % Far specific information, click an a Details link. You can sign and stamp your document from the Documert Status section E] Daocument
(3 Vﬁ&cLRteArYZEk-ERz Trip Humber 1 Ertering Documert
AAD21102ATA Travel A"‘h";'ilzjl‘_’"‘i&;'r 24-BA200005 Current Docutment
bl e Traveler Details 240-00-0101, A1 TRAVELER2

= Trip Mumber . .
Purpose Description Th presentstion st JSC

ttinerary Details JOHNSON SPACE CTR,TX 02/11/02 - 02/13/02
- tinerary Ticketed Trans Details $475.00

» Ticketed Trans il

Expense Details

- N¥F xpense Summary
- Expenses

Quick Expense

= Traveler

« Lodging/MaIE

[eEing 7 % o PERSONAL CALLS DOWESTIC 500
« Ascourt

SESnHNg J 3% znapooz RENTAL CaR Ba.50
oS Total: 93.50
= Commerits

LodgingM&IE Details $251.00

= Document Status i il
- ccounting Summary

= Preview Documert

24-B42-09200000 &19.50

« Export Document Total: 319.50

= Close Dacument il

Totals Details | JRRTM Summary

Amount Claimed 81950
Non-Reimbursable Expenses 0.00
Advance Applied 0.00
Pay To Charge Card 0.00
Pay To Traveler 319.50

Enter Comments “oucher due 5 days after complstion of your trip
Document Status |, RATETTETENI

Erter StatusPIM to stamp this o

Stamp and Route

1. Review those areas that require changes due to the amendment. Click any of the links
displayed to view that area of the document to make necessary changes.

2. Click the _continue | Entering Document button in the ‘For this Document you can:’ area
in the top right. The Itinerary page will be displayed.
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C. ITINERARY

User:

A PREPARERZ
Traveler:

A1 TRAVELERZ2
[» Voucher: 24-
AAD21102AT-1

= Document Summary
= Trip Mumber

= Traveler

» Hinerary

= Ticketed Trans

= Expenzes

= LodgingMEIE

= Accourting

= Totalzs

= Comimerits

= Document Status

= Perfort Pre-Audits
= Previesy Document
= Export Document

= Close Document

Document Preparation

Itinerary Information for 24-AA021102AT-1

Quick Tip
g The Begin Trawvel and End Travel figlds must be completed before a per diem location can be added. Remember to save your tinerary before IE] T
continuing ¥
Trip Information
Travel Authorization Humber 24-E4200005 Auth Date [r7amEnns
Purpose | PRESENTATION > Type | SINGLE %

Description [T prezentation at JSC u Trip Ho 1
Departure and Return Information

Begin Travel @ 5377772002 Depart [RES: Residence, US Depart Selection | RES: Residence, US| &
End Travel & 57755002 Return [RES: Residence, US Return Selection __RES: Residence, US &
Trip Duration Multiple days *
Comments

‘Youcher due 5 days after completion |§|
of your trip
Per Diem Locations

[ Replace ALL lodging and M&IE information on this document. Location

|

f ® a1z JOHNSOM SPACE CTR TX 0213m2

1. Review and make any necessary changes to the itinerary.

2. If the dates have changed, click on the checkbox to place a “\” in the box next to Replace
ALL lodging and M&IE information on this document in the Per Diem Locations
area at the bottom of the page. Travel Manager will recalculate the Lodging and M&IE
on the amendment to the voucher.

3. Click the Itinerary button, in the ‘For this Document you can:’ area in the top
right, to save the changes to the database prior to making any other changes on the
document.

4. Click any links listed under the Document Processing Toolbar on the left side of the page

to display any page to make changes or click the button, in the ‘For this

Document you can:’ area in the top right, to go to the Ticketed Transportation page.

NOTE

If'itinerary Per Diem locations change or dates change by more than 2 days from what was
originally authorized, an amendment to the authorization is required prior to vouchering.
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D. TICKETED TRANSPORTATION

Document Preparation

User: Ticketed Transportation for Voucher 24-AA021102AT-1
A PREFARERZ Quick Tip
Traveler: % To enter ticket information, click Add. Previously ertered ticket information can be edited (Pencil icon) or deleted (X ican). Ticket
A1 TRAVELER2
[> Youcher: 23 -EE -m

AADZT102AT A

= Document Surmrary y
X J % seetinerary 1 0zM 102 AR 475.00 o
= Trip hurnber

1. Review and make any necessary changes to the Ticketed Transportation page.
a. Click the Pencil icon ] to edit any ticket information records for changes.

b. Click the X icon L#*| to remove any ticket information records.

c. Click the Ticket button in the ‘For this Document you can:’ area in the top right
to add a ticket item, if necessary.

2. Click the button, in the ‘For this Document you can:’ area in the top right, to
continue processing the amendment. The Expense Entry page will be displayed.
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E. EXPENSES

Document Preparation
User:
4 PREPARER? Expense Entry for 24-AA021102AT-1

Traveler: g Quick Tip

The Arrow icon indicates a required field. Click Save to save the current expense and refreshthe screen so a new expense

A1 TRAVELER2 can be added. [> .
[» Woucher: 24 Use Quick Expense

EETEIRE ) Date @ [o2711/2002 P yse Foreian Caleulator
= Document Summary Expense Type l = ] ¥ Lookup Eredit Card Expenses
= Trip Murker Expense
I Description @ (5ove] currert Expense

Miles
= ftinerary Traveled Entering Expenses
. Rat
et s B ——
 LodgingMIE Rate — Copy Through Date

Cost @
= Accourting Comments
= Tetals Reimbursable
= Comments Taxable
= Document Stetus Expense
= Perforn Pre-Aucdits Category
Pt
= Preview Document Method
= Expart Document Vendor [ = ]
= Close Documert B
[Current Expenses
7 3 o2r12002 PERSOMAL CALLS-DOMESTIC 500
F % ozn3no0z RENTAL CAR 88.50
Total: 93.50

1. Review and add or make any necessary changes to an expense(s).
a. Click the Pencil icon ] to edit any Current Expenses records for modifications.
b. Click the X icon [#*| to delete any Current Expenses records.

2. The Date is defaulted to the beginning date of the travel. Click the Calendar icon
and select February 12th or click in the Date field and change the date to 02/12/02.

sun hlan

1z
= 4 5 &8 1 8 &
0 41 CIED 13 14 18 16
17 18 13 0 21 22 23
24 28 26 2T 28

rind owe

CD - Tnday(z) - Currently Selected Date

a. Select Parking from the Expense Type pull down list. The page will be refreshed
and any fields with specific information pertaining to the expense selected will be
displayed in appropriate fields.

b. Click in the Cost field and enter 15.
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NOTE
If the same expense occurs on multiple days, a date may be entered in the Copy Through
Date field above the Cost Options section on the right middle side of the page. The
expense will be added/modified for the entered date as well as every day through the date
entered.
Document Preparation

User:

1 PRERARERD Expense Entry for 24-AA021102AT-1
Traveler: Quick Tip

1 TRAVELER? % The &rrovy icon indicates a reguired field. Click Save to save the current expense and refresh the screen o & new expense

b Voucher: 20 can be added P yse ouick Fxpense
GBI Date @ [nz71zm2 Use Foreign Calculator
= Document Summary Expense Type [ 2 ] P Lookup Credit Card Expenses
:1::\#::::{]@ nB:::ﬁg::ﬁﬁ © [PARKING E]Current Expense
» ltinerary Tra'\:tielﬁesd Ertering Expenses
= Ticketed Trans Rate
o SN — e
= LodgingMEIE opy Throug| e
i
= Totals Reimbursable
= Commerts H Taxable
= Documerit Status. E’;‘:anse PARKING
= Perform Pre-Audits egory
» Export Document Vendor [—¢]
= Claze Documert el
i x 02M172002 PERSONAL CALLS-DOMESTIC 500
# % n2m3zn002 RENTAL CAR 88.50
Total: 93.50

3. Note the Cost Options area in the middle of the page at the right.

a. TRAVELER is the default reimbursable payment type, in the Pmt Method pull
down list.

b. The TRAVELER payment method is reimbursable to the Traveler.

c. If any other payment type is selected, the expense cost will not be reimbursable to the
Traveler.

TRAVELER

CEMTRALEBILLED CHARGECARD
IN-KIND
GOWEL

4. Click the Current Expense button in the ‘For this Document you can:’ area in the
top right. The expense will be included in the Current Expenses area at the bottom of
the page.
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a. Expenses also can be added by clicking the Use Quick Expense link in the ‘For this
Document you can:’ area in the top right to speed the entry process. This function is
covered in the Create a Voucher From Authorization section of this training module.

User:

A PREPARER2
Traveler:

A1 TRAVELER2
Voucher: 24-
AAD21102AT A

= Document Summary
= Trify Murnker

= Traveler

= tinerary

= Ticketed Trans

» Expenses

« LodgingM&IE

= Accourting

= Totals

= Commerts

= Docurment Status

= Perfart Pre-Aucts
» Previesy Document
= Expiort Documert

» Close Document

Document Preparation

Expense Entry for 24-AA021102AT-1

Quick Tip
g The Arrow icon indicates a required field. Click Save to save the current expense and refresh the screen so @ new expense

can be added P yse quick Fapense
Date @ [ozizmz I>Use Foreign Calculator
Expense Type [ :] L aolup Credit Card Expenses
E l—
uesé‘ﬁ.’:{}ﬁﬁ @ @ Current Expense
Miles ,—
Traveled Entering Expenses
selection | %]
Rate Copy Through Date
Cost @
Comments
Reimbursable
Taxable
Expense
Category
moa L ¢}
Method
Vendor =

[Current Expenses

7 3 0212002 PERSOMAL CALLS-DOMESTIC 500
J % ovznamon PARKING 15.00
7 3% nanamon: RENTAL CAR 8350

Total: 10850

5. Ifno further amendments are necessary, click the Entering Expenses button, in
the ‘For this Document you can:’ area in the top right, to return to the Document

Summary page. The button will take you to the Lodging/M&IE Details

page.

6. Click the Lodging/M&IE link on the Document Processing Toolbar on the left side of
the page. The Lodging/M&IE details page will be displayed.
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F. LODGING/M&IE

User:

A PREPARERZ2
Traveler:

A1 TRAWELER2
Youcher: 24-
AAD21102AT-1

= Document Summary
= Trip Mumber

= Traveler

» ltinerary

= Ticketed Trans

= Expenzes

Document Preparation

Lodging/M&IE for 24-AA021102AT-1

Quick Tip

An asterisk (*)in the Special column indicates that & condition has been selected in the Advanced LodaingMEIE window.
Locing and MEIE expenses
Lodging/M&IE Data
7 oanimz @ 7300 73.00 3150 7342

7 oznzme i3] 7300 7300 4200 342
# vznanz @ 0.00 0.00 31.50 73142

1. Review and make any necessary changes to the Lodging/M&IE data. Notice the lodging
is zero for the two nights in Texas. This is an amendment; if the Traveler has already
been reimbursed for the lodging, leave the lodging costs at zero. If there is a change to
the amount of the lodging, then make the necessary corrections.

Use the Lodging and M&IE expenses button, in the ‘For this

Document you can:’ area in the top right, to reset all actuals or overrides that were
entered back to the per diem, if actuals or overrides were not used.

Use the Sentinue_| button, in the ‘For this Document you can:’ area in the top
right, to go to the Available Accounting Code page.

Use the 822 button, in the ‘For this Document you can:’ area in the top right, to
return to the Expense Entry page.

Use the Delete icon in the Lodging M&IE Data area to delete a specific
Lodging/M&IE record. The lodging costs will be zeroed rather than reset.

E:

Use the Replicate icon to copy lodging costs from one line to the line below.

Use the Pencil icon [ | to edit the Lodging/M&IE records. The Update Lodging
and M&IE Expenses page will be displayed. Corrections can be made on this

page.

2. Click the —€emtinse | button in the ‘For this Document you can:’ area in the top right. The
Available Accounting Codes page will be displayed.
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G. ACCOUNTING

Setup Reports Logout Help Document Preparation
User: 2 =
Available Accounting Codes for 24-AA021102AT-1
2 PREPARERZ Ouick Tip For this Document you can:
Traveler: Once tywo or more accounting codes are selected, the Allocation button is enakled. Add | Mew Accourting Code
41 TRAVELER2 Enter Search Criteria Back | Continue |
[> Voucher: 2a- AccountingCode [~ | Scarch || Retiieve
AAD21102AT-1 _I
s S Master Accounting Codes et
Search R Prev 10 Hext 10
g Labal
el c
= Traveler 24.FA2
- Hinerary 24-BA 0o 0920000, .. .24.2.8. 00, BA. 000
= Ticketed Trans
24-BA2-
B 24-BA8 09225TRN 0920025 03. . 24 2 7.00 BA TRN
AL S 2488 o 7103500242 & 00 BA. 000
F Accounting
= Totals
= Comments
=Documert Status
= Perform Pre-Audits Accounting Codes for 24-AAD21102AT-1 Click an ftem to ed
= Prewieww Document Extencied Code
= Export Document
= Cloge Documert d? x 24-g#, 24-BA2-09200000 0920000, 08, 2128, GH. 24, 2. 8. 00. BA, 000 Extended Allocate
F M 24.gs 24-BA2-71035000 7103500, . . 24. 2.8, 00. BA. 000 Extended Allocate
F et K perete

1. Review accounting code information.

NOTE

All Labels for Accounting Codes begin with the Center ID (example 24) and a — (hyphen)
followed by a 2 digit organization code (example FR) one digit year, hyphen, 3 digit
UPN, 2 digit SYS, and 3 digit subrad (example: 24-FR2-32996000). Accounting Codes
will not be altered or added on a voucher.

2. If'the allocation between existing accounting codes needs revision (for example:
increased registration fee), click the Allocate link to the right of the account code. The
Accounting Allocation Summary page will be displayed.

Setup Reports Logout Help Document Preparation
User: Accounting Allocation Summary for 24-AA021102AT-1
4 PREPARERD Quick Tip For this Document you can:
Traveler: Expenses can be allocated by expense type, percent, date, expense category, of amount M Allocation Screen
41 TRAVELER2 Accounting Allocation Summary
Voucher: 24- =l
ERIZUTIZA T 24-B42-03200000
= Document Summaty 24-BA2-71035000 g Expense Category. Expense
Al Expense Category Allocation Breakdown for 24-BA2 09200000 Break by Expense Cate
= Traweler
ory lamaunt

i COM.CARIER 475.00
= Ticketed Trans LODGING 14800 COM.CARIER 475.00
= Expenses MEIE 10500
= LadgingMEIE OTHER 0.00
» Accounting PARKING 15.00
< Tatals PERSON CALL 500
e RENTAL CAR 000
=Document Status Expense Category Allocation Breakdown for 24 -BA2-71035000° RENTAL a8.50
= Perform Pre-Audits Expe ory [Amournt ek
=Preview Document COM oon
= Export Document LODGING 000
- Clase Document MEE o.oa

OTHER 000

PARKING 000

PERSON CALL 000

RENTAL CAR 23.50

3. Review the funds distribution and make any necessary changes.
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4. Click the Allocation Screen button in the ‘For this Document you can:’ area in
the top right. The Available Accounting Codes page will be displayed.

5. Click the button, in the ‘For this Document you can:’ area in the top right, to
continue processing the voucher. The Total Details page will be displayed.

6. If there are multiple Accounting codes for the document, the following pop-up message
window displays as a reminder to allocate funds. Click the button in the
message window if the funds have been distributed to the proper accounting labels. Click

e |

the button in the pop-up message window to return to the page to allocate.

ifmptrylLifmp.nasa.goy - [JavaScript Applic El

‘fou have selected multiple Accounting codes For this document,
Click CAMCEL to allocate expenses or click OF to continue?,

(0] 4 I Cancel
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H. TOTALS

Document Preparation

s Total Details for 24-AA021102AT-1
A PREPARER2 Quick Tip
WL AR % If necessary, snter changss and click OH. G027 Vielkls ey Dsuai

A1 TRAVELER2

b vaucher: 24

AADZT102AT-1

» Document Summary Total Expenses: §34.50
= Trip Murmkber Hon-reimbursable Expenses: 0.00
= Traveler
= ltinerary Total Amount Claimed: 53450
= Ticketed Trans
- Expenses Gov't Advance Qutstanding: 0.00
+ LadgingMaiE Gov't Advance Applied: 0.00 0.00
- Accourting
Het to Traveler: 534.50
+ Totals (Due Gov't if negative)
= Comments Expenses on Gov't Charge Card: [.00
o BT S Add’l Gov't Charge Card Payment: [0.00
= Perform Pre-Audits
« Preview Document Total Gow't Charge Card Amount: 0 00
- Expart Document Pay to Gov't Charge Card: 0.00

Pay to Traveler: §34.50

Expense Category Details

= Clozs Document

1 COM.CARIER 24-B, 24-BA2-09200000 475,00
1 LODGING 24-B, 24-BA2-09200000 146.00
1 MEIE 24-BA, 24-B22-09200000 105.00
1 PARKING 24-BA, 24-B22-09200000 15.00
1 PERSOM CALL 24-BA, 24-B22-09200000 500

1 RENTAL CAR 24-BA 24-BA2-08200000 83 .50

1. Review the details of the expense categories and the net due the Traveler.

2. Click any links listed on the Document Processing Toolbar on the left side of the page to

display the desired page for making amendment changes or click the _ontinue | button, in
the ‘For this Document you can:’ area in the top right, to display the Comments page.
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Document Preparation
User: Comments for 24-AA021102AT-1
A PREPARER2 % Quick Tip
Traveler: " . . ) . )
Click Apply and preset comments are inserted into the Comments field. Comments can also be typed directly into the comments field. Comments
apply to the entire documert. Qessicoe
A1 TRAVELER2 - "
b Youcher: 34 Comments [oucher dus 5 days after camplstion of your trip [sawe] commerts
o Sy
= Trip Mumber without Saving Comments
= Trarveler
« ftingrar: v

Always enter notes about any additions or deletions of expenses and any increases or
decreases in the amount of any existing expenses in the Comments field. The comments
added by the Preparer or Traveler will assist the approvers and auditors to clearly
determine what changes have been made for the amendment.

Click at the end of the word “trip” and press the [Enter]| key for a new line. Enter
‘Added 15.00 for parking at lodging, omitted from original voucher.’

Click the Comments button, in the ‘For this Document you can:’ area in the top
right, to save the additional comments. The Document Summary page will be
displayed.

a. If additional changes are needed, click any links listed on the Document
Processing Toolbar on the left side of the page to display the desired page to make
additional changes to the amendment.

Click the Document Status link on the Document Processing Toolbar on the left side of
the page. The Status page will be displayed.
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J.

DOCUMENT STATUS

Document Preparation
User: Status for 24-AA021102AT-1
A& PREPARER2

Traveler: g Quick Tip
The Sigrature PIN is case sensitive!
A1 TRAVELER2 m ahd Submit Docutmert
[> Voucher: 24-
AADZ11024T-1 Go To Adjustments
- Document Surrrary
= Triy hlurmber Status to Apply [ SIGNED | &
OUEREET Signature PIN
= tinerary
« Ticketed Trans Remarks ‘ |_|
= Expenses
= LodgingMEIE Document Routing This is the routing path the current document will
= Accourting
= Totals TRAVELERZ, A1 SIGMED a
= Comments
» Document Status Document History This is the status history for this document

= Perfarm Pre-Aucits

O7A 002 4:05PM EST CREATED A PREPARERZ

= Previewy Document

= Expiort Documert

To view the amended document as a printed form and view the difference between the
original voucher and the amended voucher:

a. Click on the Preview Document link under the Document Processing Toolbar on the
left side of the page.

b. The browser will launch a new window over the existing window. The travel
voucher may be reviewed on the screen or printed.

c. Scroll down to block (13) COMMENTS and read the comments for
AMENDMENT. Make sure the amount is correct.

AMENDMEMT: Actual Met to Traveler for this documsnt: 15.00
Voucher due & dayve after completicn of your trip
Addsd 15.00 for parking at lodging, omitted from original woucher.

d. Ifthe value is positive, the amount is the additional amount due to the Traveler. If the
value is negative, the amount is to be paid to the government.

e. Use the browser and/or reader Print button to print a paper copy of the travel
document if desired.
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f. Close the print preview window. The Status page will still be displayed.

Document Preparation
User: Status for 24-AA021102AT-1
& PREPARERZ

Traveler: g Quick Tip
The Signature PIN is case sensttive!
A1 TRAVELER2 m and Submit Documert
[> Voucher: 24- .
AADZT102AT-1 Go To Adjustments
= Document Surmmary
= Trip Number Status to Apply
OMERGLT Signature PIH
« ttinerary
= Ticketed Trans Remarks |_|

- Expenses
= LodgingMaIE
- Accounting

= Tatals TRANVELERZ, A1 SIGNED o
- Commerts

Document Routing

» Document Status Document History
= Perform Pre-Sudits

07002 4:09PM EST CREATED A PREPARER2

= Previews Document

« Export Document

2. The Status to Apply default value should be “SIGNED”.

3. Click in the Signature PIN field and enter the appropriate Signature PIN.

4. Click in the Remarks field and enter ‘Prepared for the Traveler’.

NOTE

The Remarks field is to be used by Preparers only to note when the Traveler did not
prepare the document. All other comments should be entered in the Comments field.

5. Click the and Submit Document button in the ‘For this Document you can:’
area in the top right. The Pre-Audit Results page will be displayed.
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K. PERFORM PRE-AUDITS

Document Preparation
L=er Pre-Audit Results for 24-AA021102AT-1
PR % Quick Tip
Click the Magnifying Glass icon to view detal commerts for each audt process Pre-Audit Results
o ol RS Document Hames 24-8,2021102AT-1 [(C0se] £yt Resuls
ARD21102ATA Type: Voucher
= Document Surimary Traveler: TRAVELERZ, A1
= Trin Murmber Status: FAIL
= ftinerary
= Ticketed Trans: [\ AceT CODES AUTHRIED PASE
= Expenzes [ acTUAL MULTIPLER PAZE
« LodgingMEIE R acTusLs EXST PASS
» Accourting [\ 4PPLIED ADVANCE [HES
= Tatals [ appROVAL BY TRAVELRT PASS
= Comments X APPROVED BY TRAVELR2 PASS
= Docurment Status A APPROVED BY TRAVELRS PASS
» Perform Pre-Audits [\ AUTHORIZATION EXIET PASS
« Preview Document [ CONFERENCE ALLOWANCE PASS
= Export Cocument B cosT coMPaRISON PASS
- Close Docurment B\ coST LESS CoM. CARR PSS
[ DAl EXPENSE THRESH PAZE
EADFLT PMT METHOD USED PASS
EAEXP CAT % VARILNCE PASS
B exp catecoRY USED PAZE
R\ ExP CATEGORY USED1 PAZE
EAExP CATEGORY USED2 PASS
[E\ EXPENSE CATEGORES PASS
[ LAUNDRY /DR CLEANNG PAZE
EALEAVE AUTHORIZED PASS
B LEAVE EXISTS PaSS
[ MILITARY PERSONNEL PASS

1. Review the Pre-Audits Results page that Travel Manager has processed for the
Amended Voucher from Authorization.

2. If any audit fails, the word ‘FAIL’ will be in the Status column. A comment describing
the failure will appear in the Comments column. A ‘FAIL’ may actually be a warning to
draw attention to a particular process to ensure the preparer or signer has
entered/reviewed the data correctly.

NOTE

Click on the button in the ‘For this Document you can:’ area in the top right, if
changes are made, prior to signing. The document will not be signed and will not route.

3. Click the Stamping the Document button in the ‘For this Document you

can:’ area in the top right. The Signature certification page will be displayed.

Document Preparation

Eeer Signature for 24-AA021102AT-1
A PREPARER2
Traveler: SIS
It you agree with the statement, click Accept Signature Text

A1 TRAVELER2
Stamping

" cerity that this woucher is true and correct to the best of my knowledge and belief, and that payment or credit has not been received by me. When applicable, per diem claimed is based on the
average cost of loding incurred during the period covered by this voucher. Note: Falsification of an tem in an expense account weorks & forfeiture of claim (28 U.5.C.2514) and may result in & fine of
ot more than $10,000 or imprisonment for not more than S years or both (18 U.S.C. 2687,i.d. 1001)."

4. Ifin agreement with the signature certification statement, click the _fecept | Signature
Text button in the ‘For this Document you can:’ area in the top right. The document will
be routed.
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NOTE

If not in agreement, click the Stamping button in the ‘For this Document you can:’
area in the top right. The document will not be stamped and will not route.

5. Travel Manager displays the Travel Manager Web window, indicating the document
has been routed to the traveler.

6. The traveler must login to Travel Manger and sign and certify the voucher to route the
document.

NOTE

All Lodging receipt(s), Registration receipt(s) and any one (1) expense over $75.00 claimed,
including any backup documentation, must be sent to the travel office for retention and audit
purposes.

When the document has been reviewed/approved by the Travel Office and interfaced with the
financial system, an e-mail message will be sent to the Traveler indicating that funds will be
available within 5 days if paid by Electronic Funds Transfer (EFT).

Preparer will print page 1 of Traveler’s Voucher, mark out SSN, attach applicable receipts
and back-up documentation, and forward to Travel Office.
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H. OPEN EXISTING DOCUMENT (VIEW/UPDATE)

1. Click the Open Existing Document link on the Document Processing Toolbar on the left
side of the page. The Traveler Listing (Open Document) page will be displayed.

Traveler Listing (Open Document)

Susie L. Smith
Traveler: Quick Tip
Type one or more |etters of the travelers last name and
click Search. Then, click the traveler's name to list all
[ Create a Mew Document documents.

* Open Existing —
Document Enter Search Criteria
[ Review Documents

[+ Delete Documents
[» CopyDocument Document Type IALL vl

[ Import Documents

Click on an antry to select it]

Search Results Prew 40 MNewxt 40
Name R

2. Click in the Last Name ficld under the Enter Search Criteria area and enter the last

name of the Traveler (or a portion of the name). Click the button. The

Traveler Listing (Open Document) page will be displayed with a list of Travelers on
the left side of the page.

3. Click the SSN link of the desired Traveler in the Traveler List area on the left side of the
page. All documents that are available to be viewed for the selected Traveler will be
displayed in the Document List in the Document Search (Open Document) area on the
right.

Document Preparation
User:

e — Traveler Listing (Open Document) Document Search (Open Document)
Traveler: Quick Tip Document List
Type one or more letters of the Iraveler's last name and click Search. Then,
click the traveler's name to list all documents.

[ Create a New Document

+ Open Existing Enter Search Criteria [31 authorization 24-X¥X03260200 03/26/2 CREATED

Document Bl avthorization 24-KX03270200 03626002 SIGNED

- i BremEr Last Hame |d Bl authorization 24-KX0I2B0200 03262 CREATED
> Delete: Documents Document Type (AL 3] Bl voucher 24 ¥X03260240 0812602 DISBURSE
[> Capy Dacurert Voucher 24-¥X03260240-1 031262 SIGNED

B ot Documents Bl voucher 24 ¥X03270240 namENz REVIEWED

Doe, Jane: 024-00-00021

240-00-0001

4. Click the Document icon |2 of the desired document to view.
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Adjustrents have been made to this documert

[» Creste a ke Documert

[> Copy Document
[ Import Documents

L=e Open Document Version for 24-¥XX0326021D-1
Susie Smith @ Alert
Traveler:

Mate that only the current version, marked by ** may be further adjusted or routed.

» Open Existing Document Version List
Document
[> Review Documents [B AMENDMENT = 0B/30412 F07PM Susie Smith
[» Delete Documents E ADJUSTMENT 0B/30002 2:29PM Jil Reviewver
@ ORIGIMAL 0B/30002 2.16PM PATRICIA DAWS

Document Preparation

Opening Document

5. Click the Document icon &l with the double asterisk ‘**’. The double asterisk
identifies the current version of the document. The Open Document Signature page

will be displayed.

User: Open Document Signature
Susie Srrith ick Ti
Tr;:;er;ﬂ (CIHIE D

The Signature PIN is case sensitivel

[ Creste & New Docurment Signature for Adjustment |===-=
Open Existing
Document

[» Review Documents

Document Preparation

@ to Review Documernt
Document &g Yiew-Only
Opening Docurment

6. Click the Document as View Only button in the ‘For this Document you can:’ area
in the top right. No signature is required.

7. The Document Summary for Adjustment to Voucher (View Only) page will be

displayed.

User: Do
Susie Smith
Traveler:

John Doe
[» Voucher: 24-
XX032602JD-1
¥+ Document Summarny
= Trip Murnber
= Traveler
= tinerary
= Ticketed Trans
= Expenses
« LodgingMAIE
= Accourting
= Totalzs
= Comments
= Documernt Status
= Perform Pre-Auclts
= Preview Documert
= Export Documert
= Cloze Docutneht

Document Preparation

cument Summary for Adjustment to Youcher 24-XX0326021D-1 (View Only)

Quick Tip
For specific information, click on a Details link. You can sign and stamp your document from the Document Status section.

Entering Documert
Trip Humber 1 @ Current Document

Travel Authorization

Humber

Traveler Details 240-00-0001 , John Doe
Purpose Description 3 days T training in Montgomery, AL
Rinerary Details MONTEREY,CA 03/26102 - 03/30/02
Ticketed Trans Details $350.00

Expense Details.
L A ense Summary

f 03/26/2002 PARKING 15.00
ﬁ 03/26/2002 PERSOMAL CALLS-DOMESTIC 5.00
f 03/26/2002 TaX 15.00
ﬁ 03/26/2002 TIPS FOR TAXNLIMO 200
f 03/27/2002 TaX 30.00
ﬁ 0372772002 TIPS FOR TAXNLIMO 4.00
f 03/30/2002 TaX 15.00
ﬁ 0373072002 TIPS FOR TAXNLIMO 200
Total: 55,00

LodgingM&IE Details $433.00

Accounting Details FRRSSRTEI Ty

23-A55003 0.00
24-FR2-32886000 783.00
24-RR2-09200000 §5.00
Total: 571 .00
Amount Claimed &71.00
MNon-Reimbursable Expenses 0.00
Advance Applied 0.00
Pay To Charge Card 0.00
Pay To Traweler g71.00

Enter Comments “/oucher due 5 days after completion of your trip 1:5:00 for parking &t locdging, omitted fromm original voucher
Document Status TSRS
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8. Click the Document Status link under the Document Processing Toolbar on the left side
of the page to view the Authorization Status page for the routing list. The document is
waiting for the Traveler to certify the amendment to the voucher.

Document Preparation

User:

Status for 24-XX0326021D-1 (View Only)
Susie Smith
Traveler: g Quick Tip

The Signature PIN is case sensitive!
John Doe Go To Adjustments

[» Voucher: 23~
XX032602JD-1

= Document Surmtriaty

= Trip Mumkber Document Routing

= Traweler

= ltinerary Coe, John SISNED ]

= Ticketed Trans

- Expenses Document History

SLAGEIEIMETE 06/30/02 3.07PM PST CREATED Susie Smih

= Accounting 06730002 3 23PM PST SIGNED Susie Smith Prepared for traveler

= Totals

9. Click the Close Document link, on the Document Processing Toolbar on the left side of
the page, to close the document.
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